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Where iIs the AutoSum button in Excel?

The AutoSum button is available in 2 locations on the Excel ribbon.

Rule 1: Home tab > Editing group > AutoSum: '
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Rule 2: Formulas tab > Functlon Library group > AutoSum
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When you click AutoSum, Excel automatically enters a formula (that uses the
to sum the numbers.

SUM v X ¥ J  =SUM(B3:B6)
| Press Enter to display the result (95.94) in cell B7. You
A B C D can also see the formula in the formula bar at the top of
1 fan Feb the Excel window.
2 IEntertainment B7 v i a v K| |=Sum(B3:B6) |
3 |Cable TV 52.98 | ‘
- A - C D
4 \Video rentals 7.98 i RN |
5 |Movies 16.00 2 Entertainment
6 |CDs 3 CableTV 52.98  52.98
7 |Totals 4 Video rentals 7.98 11.97
= 5 Movies 16.00  32.00
6 CDs 2 98 29.99
7 ITotaIs



https://support.office.com/en-us/article/sum-function-043e1c7d-7726-4e80-8f32-07b23e057f89

Session : 2 What is conditional formatting? ,
You can think of conditional formatting as automatic formatting that is

.......... triggered by conditions that you define. For example, you can use
.......... conditional formatting to automatically change the color of cells that contain
values greater than or less certain values. Conditional formatting is a great way to
visually highlight important information in a worksheet.
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Session : 3 Hide and unhide row :ricl column free

Hide or show rows or columns
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To keep an area of a worksheet visible while you scroll to another area of the worksheet,
go to the View tab, where you can Freeze Panes to lock specific rows and columns in

place, or you can Split panes to create separate windows of the same worksheet.

Freeze rows or columns

You can freeze only rows at the top and columns on the left side of the worksheet. You cannot freeze rows and
columns in the middle of the worksheet.

Freeze the top row and the first column at the same time

To freeze the top row and the first column at the same time, click the View tab > Freeze Panes > Freeze Panes.
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session : 4 Insert a page break

you can print out your sneetin. many pages accordingto you.
\Word automatically Inserts a page break at the end ot each pag
whnen you r*ra:rte a gocument. You can manually add a page
Dreak Somewnere else in your document.
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. Select the first row of the new page. 2. On the pagelayout tab
A breaks option.
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page layout tab=> Page setup group =» : margin, Orientation , page header and
footer, size, beack ground , break etc...

Page Orientation : Print a worksheet in (landscape) or (portrait orientation)
1. Select the worksheet or worksheets for which you want to change the orientation.

2. On the Page Layout tab, in the Page Setup group, click Orientation, and then click Portrait or Landscape.
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Thnak you very much

-Any question ?



Title and Content Layout with Chart

6

Category 1 Category 2 Category 3 Category 4

H Series1 mSeries2 mSeries3



